Employee Training Management System (ETMS): Training Specialist Help Files

TRAINING SPECIALIST

OVERVIEW: As a Training Specialist, you will have all the functions of an
Employee (see Employee Help Files).

The Training Specialist Role will allow the User to manage several of the Training
Requirements for all Employees within the System. They have two additional
tasks on their Home Page, the Training Specialist drop down list and the Training
Request Management bar.

.  MANAGEMENT TASKS: By placing the mouse on the Training Specialist
link four management tasks will appear on a drop down list: Employee,
Reports, Roster-Group and Roster Pre-Select. The drop down list will look
similar to this:

[Tr Spec]
Employes H
Reports
Foster-Group
Roster-Pre-Select

A. EMPLOYEE: By clicking the Employee link, a page will appear that will
look similar to this:

Employees
Zearch by name:

1. This page allows the Training Specialist to locate all Employees
within the System, by clicking the A-Z listing based on the last
name. To search for a specific Employee, type their last name in
the Search by name box and click the link. The screen will look
similar to this:
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Employees

Search by name:

In-Active Employees P.OS.T.

[&] [B] [€] [(B] [E] [E] [S] (H] O] (31 [E] & ][] [Q] [E] [Q] [R] 5] [I] (O] (V] (W] [X] [X] [Z]

R __

BABCOCE, DAVID Guide T Historical Monument San Luis Obispo Coast District (7407 Tnassigned WView
BACASTOW, ROBERT Lifsguard IT (Seasonal) o View
BACHA EATHY Office Technician (Typing) Inland Ermpire District (350) Tnassigned Wiew
BACHNAN, STEPHEN Agsoriate Park and Recreation Specialist Diablo Vista District (660) TUnassigned View
BAER, JAMES T e —_—", R T
BAER, MICHAEL Park Aid -Seasonal- e View
BAILEY, ANDEEW Lifsguard I (Seasonal) e View
BATLEY, DAVID Supervismg Architect é&g:sqll.)usmon s ol bein Tnassigned View
BATLEY, MARY Senior Administrative Analyst -Accounting Systems  Business & Fiscal Services (070) Thassigned View
BATLLY, SARAH Maintenance Aide (Seazonal) _ Tnassigned Wiew
BATRAM, ANTHONT Park Mamtenance Worlcer I Diablo Vista District (660) TUnassigned View
BAIRD, JAMES Supervismg State Park Ranger North Coast Redwoods District (635) Redwood Coast Sector WView

2. Home Page: To view the details of an Employee’s Home Page,
click the Employee’s name. The Training Specialist will be
presented with a screen that will allow them to edit the
Employee’s contact information as well as their Training Group,
Sub-Training Group and Primary and Alternate Supervisors. The
screen will look similar to this:

Close Window
HOME PAGE

Nare Regquirement 1 : Advanced Officer Training (10 hours every 24 months)

BREAKFIELD, CONNIE Program Title Completed Hrs Completion Date Due Date In Compliance
Classification NIMS/SEMS Basic Course a 3/21/2006 3/21/2008 YES
#0980: Supervising State Park Ranger Firearms/Tactical Rifle 24 111772005 111772007 YES
Total Hours 32 In Compliance
Education/License
RIS
i@ Requirement 2 : Perishahle Skills (Every 24 months)
Training Office (068) = Post Subject Required Hrs Completed Hrs Completion Date Due Date In Compliance
P3P Firearms Training 4 4 3/22/2006 3i22/2008 YES
bt PSP Driver Traiting 4 6 3232006 | 342372008 YES
William Penn kMot Jr. Training Center | n
P3P Arrest and Control Training 4 4 3/22/2006 3i22/2008 YES
Fmail P3P Tactical Communications 2 2 3/23/2006 3i23/2008 YES
CBREAKFIELD@parks
ok Fhone
(B31) 372-4076 X T—
q § pletion Repeat Due q
et R T Frogam i Sobiect Date Interval Date Conplian

DAMIELSON, JOANKNE | v Racial Profilng Classification| 12/10/2003 60/ 12/10/2008  YES

Alternate Supervisor Ethics Orientation for State Officials Supervisor ----
HEMNRY, GINGERLOU |« Elder and Dependent Adult Abuse - CPT Video Classification _

Training Coordinator

Supervisory Course Supervisor
N G EEEDT Sewal Harassment Prevention Supervisor
KRBT Defensive Driver Training Program Supervisor | 10/24/2003 48 10/24/2007  TES

EIRSCHENMAN, GATL
Purchasing (Video-30 Mimites) Superviser | 5/5/2004 24 51512006 YES

Cal-Card Refresher (Video-30 Minutes) Supervisor | 5/52004 24 5/5f2006 TES
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Employee Training Record: To view the Employee’s Training

Record, click the View link in the Training Record column. This
screen will list all training programs and instructor hours that the
Employee has completed. The screen will look similar to this:

Training Record (YAEGER, PAMELA)
@ download tr record
Training Programs Completed
5 Repeat s g - : Completion i
P.OS.T. Program Title Interval(months) Training Provider Program Provider Location Date Length(hr) Grade Training Category
YES  Academy DirectorCoordinater Werkeshop A /A Hawaii 5612006 26 /A
NO  Advanced Carpentry Skills A A Annex 32212006 36 A
NO A Program Test Email A /A Amex 3/6/2006 24 B Job Related
NO A Program Aftendance Roster Group TfA DFE ETMS Team Monterey 3/372006 (] A
NO  AED 12 DPE This old house HB/2005 52 /A
NGO  Microsoft Word JCP - Lewel T NrA DPR Salinas 1171872003 7 N/A Job Related
WO  Cal-Card Refresher (Classroom)(Declined) 24 DFR ot Training Center 1072272003 2 WA Job Required
MO Defensive Driver Training Program 48 DPR MTC 47172003 4 N/ Job Required
O  PBusiness and Fiscal, Module T JRIFN DPR Sacramento/HQ 10/M4/2000 14 JRIFN Job Related
NC  Empleyee Benefits N DPR Sacramento-Headguarters  8/10/1399 16 N/ Job Required
TEZ  Supervisory Course T2 DFR WMTC MTC 111511599 120 Credit Job Related
Instructor Hours for Training Programs
P.O.S.T. Program Title Intructor Type  Location  Length(hr)
NO  Advanced Carpentry Skalls EMER. Armex 36
NO  AED Firearms This old house 32

Program Title: If a Training Request was completed on

ETMS, the Program Title will link to the details of the
Employee’s Training Request. This page can be printed and
included with the Travel Expense Claim for reimbursement.
The screen will look similar to this:

Approved
Hame: WAGY, STEVEN
Classficabon: State Park Supenntendent I
Traning Groug: Traning Secton
Sulbs Growp: Wiliam Pezm Mot Jr. Training Cecter
Tramang Frowder. DFE
DPE: DPR
Locatan Healdsburg
Program Tele Coartal Marine Interpretation
Tamang Baquest I Upwawd Mobdity
Tussheation: Tlack cocl m sheats
Date: GIS2006 - 61102006
Supervisor: HENRY, GINGERLOU
Date Approved IT2006
Supervisor Comment Ha Data
Sub-Group Manager: HENRY, GINGERLOU
Diate Approved 2006
Suib-Growg Masager Comment Mo Data
Manager: KIRSCHENMARN, GAIL
Date Approved: ITA0E
Mmiage Commment Mo Data
Training Specialist: LOMBARD, EARYN
Date Approved II2006
Traming Speciakst Comenent Mo Data
Arcommodation Dietary
Esglanaticn Lots of Bh
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B. REPORTS: By clicking the Reports link, the Training Specialists can
run certain standard reports for Employees within the System. By
clicking this link within the Training Specialist drop down list, a screen
will appear with several standard reports. The screen will look similar
to this:

’ Close Window l [Back]

Report Management

90 Dray Evaluation

POST Compliance Report - Department Wide - Classification

POST Compliance Report - By Training Group - Individual

POST Compliance Report - By Training Group - Classification

POST Compliance Report - By Sub Training Group - Classification

Program Compliance Report

Program Compliance Report By Date

Programs History
COST For Out-Service

Instructor Type

C. ROSTER-GROUP: To submit a new Group Training Attendance
Roster for a completed program, click the Roster-Group link. The
screen will look similar to this:

[ Close Window ] [ Back ]
Search by Program Title: Completed Training
Eequest to Add Program
STTEMIT Attendance Fosters

View

(4] [B] [£] [D] [E] (E] [G] (H] (0] (1] [E] [L] (] (M) [O] [B] [Q] [(B] (2] [T] [U] (M] (W] [X] [X] [Z] [Other]

Program Title Program Category P.O.S.T.

1. Locate a program by the A-Z listing or the search function. The
screen will look similar to this:
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[ Close Window ] [Elack_]

B

Defenstve Dnver Training Program A drmimistration

Defensive Tactics Instructor Instructor Traiming

Defensive Tactics Instructor Eefresher Instructor Training

Defensive Tactics Instructor Tpdate FPublic Safety

Defensive Tactics Instructor, Lead Instructor Traiming

Defensive Tactics Instructor-Baton TInstructor Traming

Defensive Tactics Intro duction Public Safety

Defensrve Tactics Trammg and Qualfication FPublic Safety

Defensrve Tactics, Straight Baton Public Safety

S&E Defensive Tactics Tpdate Public Safety

Verbal Judo Defensive Tactics FPublic Safety

2. Click the Program Title link to bring up the Training Attendance
Roster (Group). The screen will look similar to this:

[ Close ‘Window } [Eacﬂ
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a. Complete all required fields and submit. The screen will
look similar to this:

NOTE: The program will now be listed on your Completed
Training Attendance Roster database.

STEP 1 OF 3 [ Go To Next Step |

Traming Attendance Roster (Defensive Driver Training Program: 6/14/2006 - 6/14/2006)

Non-Department Trainee(s)
Last Name First Name Classification Employer
[AL] [ My Trainng Group ] NO DATA

Hold down 'Ciri"to select multiple Employees

_____ FEEREE
BOST. FATRICIA : Staff Service Analys - ADD to Roster
BREAKFIELD. COMNMIE : Supervising State Fa

BURKE. JAMES : State Park Superinte
BURKE. ROBERT : State Park Ranger
BURMNER, ROY': State Park Ranger

COMBE, CHARLES : Park Maintenance Chi
CURRY, MICHAEL : State Park Superinte
DANIELSON, JOANMNE : State Fark Superinte
GARDMER, MICHELLE : State Park Superinte
GREEM. MICHAEL : State Park Interpret
GREMNMELL, CHARLES : State Park Ranger
HENRY, GINGERLOU : Staff Services Manag
HOWARD, GARY : Supervising State Pa SEE e
JACOES, ROLAND : Supervising State Pa
KINCAID, SUMMER : Staff Service Analys
KIRSCHEMNRAN, GAIL : Staff Services Manag
LATTA HAROLD : State Park Ranger

LEMLEY JR, FLOYD : State Park Ranger

LOMG. JAMES : State Park Ranger
MARQUETTE. LOUIS : Lifeguard it

NOTE: The listing will default to the Employees in your
Training Group. To view all Department Employees click on
the All link.

b. Step 1: Select the Employees that attended the program and
click ADD to Roster. To add non-Department Employees,
complete all required fields and click ADD to Roster. To
remove an Employee, highlight their name and click
Remove. The screen will look similar to this:
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STEP 1 OF 3 [ Go To Next Step |

Training Attendance Roster (Defensive Driver Training Program: 6/14/2006 - 6/14/2006)

Non-Department Trainee(s)

Last IName First Name Classification Employer
| ADD to Fioster
[A] [ My Traming Group ] Hold dowm 'Ce#"to select multiple Employees

Hold down 'Ci#{'to select multiple Employees

,,,,, S YIUNE, DEMNIS : Mon-Depariment
BOST, PATRICIA : Staft Service Analys A ADD to Roster METTE lll JOSEPH : State Park Superints
BREAKFIELD, COMNIE : Supervising State Pa BURKE, JAMES : State Park Superinte
BURKE. JAMES : State Fark Superinte BURKE, ROBERT : State Park Ranger
BURKE, ROBERT : State Park Ranger BURMER, RO : State Fark Ranger
BURMEFR, ROY : State Park Ranger GREMMELL, CHARLES : State Park Ranger
COMES, CHARLES : Park Maintenance Chi JACOBS, ROLAND : Supervising State Pa
CLURRY, MICHAEL : State Park Superinta LATTA HAROLD : State Park Fianger

DAMNIELSON, JOAMME : State Park Superinte
GARDMNER, MICHELLE : State Park Superinte
GREEM, MICHAEL : State Park Interpret
GREMMELL, CHARLES : State Park Ranger
HEMNRY. GINGERLOU : Staff Servicas Manag
HOWARD, GARY : Supervising State Pa. SSESER A
JACOBS, ROLAND : Supervising State Pa
KINCAID, SUMMER : Staff Senvice Analys
KIRSCHENMAN, GAIL : Staff Services Manag
LATTA, HAROLD : State Park Ranger

LEMLEY JR. FLOYD : State Park Ranger

LOMG. JAMES : State Park Fanger
MARCQUETTE. LOUIS : Lifeguart! it

c. Once all of the Employees who have attended the training
are added, click the Go to Next Step link to complete grade,
hours and training category. The screen will look similar to
this:

Traimng Attendance Roster (Defensive Driver Training Program: 6/14/2006 - 6/14/2006)

Select the apprapriate GRADE, HOURS and TRAINING CATEGORY far sach Emplavee.

Step 2 of 3

# Name Classification (Grade Hours Training Category

1 YUNE, DENMIS Surfer ISl w| 4 | | Job Relatad »| Delete
2 METTE I, JOSEFH State Park Supesrintendent 11T | /A w4 ~ | | Job Related ~| Delete
3 BUEREE, JAMES State Park Superintendent 11 Ry w4 +| | Joh Related s | Delete
4 EUERKE, EOBERT State Park Ranger NFE w4  |*| | JobRelated ~| Delete
5 BURMEE. ROY State Park Ranger [Nl w4 ~ | | Joh Related ~| Delete
& GERENMNELL, CHARLES State Park Ranger NPE ¥4  |*| | JobRelated ~| Delete
7 JACOBS, ROLAND Supervising State Park Ranger | NjA w4 |*| | JobRelated sl Delete
2 LATTA, HAROLD State Park Ranger [N, LA ~ | | Joh Related sl Delete
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d. From the drop down lists select the appropriate Grade,
Hours and Training Category and submit. The screen will
look similar to this:

Training Attendance Roster (Defensive Driver Training Program: 6/14/2006 - 6/14/2006)

select the appropriate GRADE, HOURS and TRAINING CATEGORY for each Employee.

Step 2 of 3 [ Go To Next Step |

# Name Classification Grade Hours Training Category

1 YUNE, DENIIZ Surfer i 4 Tob Eelated Delete
2 METTE I, JOSEFH State Park Superintendent 1T IT/A 4 Job Related Delete
3 BUREE. JAMES State Park Superintendent 11 A 4 Job Eelated Delete
4 BUEEE, EOBERT State Park Ranger Nra 4 Tob Eelated Delete
5 BUENEE, EOY State Patk Ranger Nra 4 Job Eelated Delete
6 GRENNELL, CHARLES State Fark Ranger A 4 Job Related Delete
7 JACORS, ROLAND Supervising State Park Ranger  DI/A 4 Tob Eelated Delete
8 LATTA HAROLD State Park Ranger Nra 4 Tob Eelated Delete

e. Click the Go to Next Step link to select the Instructors and
number of hours taught. The screen will look similar to this:

NOTE: To finalize the roster without adding instructors Click
Here to Finalize the Attendance Roster link.

Training Attendance Roster (Racial Profiling: 6/13/2006 - 6/13/2006)

Enter Instrctor(s) Step 3 of 3 [Click Here to Finalize the Attendance Roster]
Nara Instructor Hotrs
Type
Please Select v Pending

NON-Department Instructors

Last Name First Name Classification Ltucoy Hours Employer

Type

Beach Driving w5 b

f. Department Instructors: Select a Department Instructor
from the drop down list. Wait for Instructor Type and Hours
screen to load, then select and submit. The screen will look
similar to this:
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Training Attendance Roster (Defensive Driver Training Program: 9/23/2003 - 9/23/2003)

Enter Instractor(s) Step 3 of 3 [Click Here to Finalize the Attendance Roster

Department Instructors

WAGY, STEVEN : State Park Superintendent Il v

Instructor
Type

Name Hours

-

Driver Awareness | v 4

Last Name

First Name

Drtver Awarenass

Driver Training
ETHMS

NON-Department Instructors

Instructor
Type

Classification Hours Employer

Beach Driving 1K v

Repeat this process to add additional Department
Instructors.

To add Non-Department Instructors, complete all required
fields and submit. Repeat this process to add additional

Non-Department Instructors. The screen will look
this:

similar to

Training Attendance Roster (Defensive Driver Training Program: 6/14/2006 - 6/14/2006)
Enter Instrisctor(s) Step 3 of 3 [Click Here to Finalize the Attendance Roster]

Department Instructors

Instructor
Type
Pending

Name Hours

Flease Select &

NON-Department Instructors

Instructor

Last Name First Name Classification T Hours Employer
ype
Beach Driving A El hd
Department Instructors
Name Classification Hours Wt iy Employer
Type
WAGY, STEVEN State Park Superintendent TIT 4 Driver Awareness DFE Delete
NON-Department Instructors
Name Classification Hours IR Employer
Type
SWITHEE, SCOTT Captam 4 Driver Awareness Gilroy PD Delete

Updated: 6/29/2006

i Click the Click Here to Finalize the Attendance Roster link to

view the finalized roster. The screen will look similar to this:
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Close Window

Traiming Attendance Roster (Group)
(Defensive Driver Training Program: 6/14/2006 - 6/14/2006)

Completed Training Attendance Rosters View

Name

METTE III, JOSEPH
BUEREE, TAMES
BUEREE, ROBERT
BUEMER, ROY
LATTA, HAROLD

JACOBS, ROLAND

Classification

State Park Superintendent ITT

State Park Superintendent IT

State Park Ranger
State Park Ranger
State Park Ranger

GREMMELL, CHARLES State Park Ranger

Supervising State Park Ranger

Classification
Sutfer

Hours Grade Training Category

4
4
4
4
4
4
4

s
s
i
s
s
s
s

Permanent Trainee(s)

Job Related
Job Related
Job Related
Job Related
Job Related
Job Related
Job Related

Non - Permanent Trainee(s)

Hours Grade Employer

4

NiA

Self-Employed

Name
WAGY, STEVEN
SMITHEE, SCOTT

Training Program Instructor(s)

Instructor Type Classification
Driver Awareness State Park Supenntendent T
Driver Awareness Captain

Hours Employer

4
4

DFR
Gilroy PTr

3. To access your Completed Training Attendance Rosters
database, click the View link. The screen will look similar to this:

] [Elack]

Training Attendance Roster (Group)

(4] [B] [C] [D] [E] [E] [G] (H] (1] (] (K] [L] [] (] [©] [B] [Q] [R] [S] [T] [U] [V] [W] [X] [¥] [Z] [Other]

[ Clase Window
Program Title Start Date
gl—"—gJ;j;:;;ommd el 1/3/2004
Intellectual Prope ights 10/10/2006
Intermediate Carpentry Skills 10/22/2001
Intermediate Carpentry Skills 11/15/1992
Intermediate Electrical Skills 3/2742000
Intermediate Electrical Skills 412372001
Intermediate Flumbing Slkills 1/29/2001
Intermediate Plumbing Slkills 2i28/2000

End Date

14372004

10/13/2006

10/26/2001

111371999

3/31/2000

412772001

21212001

3/3/2000

# of
Trainees
on Roster

2

Add Duplicate
Trainee Eoster
Add Delete
Tranee | Roster
Add Duplicate
Trainee Eoster
Add Duplicate
Trainee Eoster
Add Duplicate
Trainee Eoster
Add Duplicate
Trainee Eoster
Add Duplicate
Trainee Eoster
Add Duplicate
Trainee Eoster

Duplicate
Eoster

Updated: 6/29/2006
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a. Program Title: Click the Program Title link to view
description from the Training Catalog.

b. Start/End Date: Start/End date of the Program.

c. #of Trainees on Roster: Shows the number of Trainees
who completed the program.

d. Add Trainee: By clicking the Add Trainee link, the Training
Specialist can add additional Trainees and Instructors to the
Roster.

e. Delete Roster: By clicking the Delete Roster link, the
Training Specialist can delete a roster if no Trainees have
been added to the roster.

f.  Duplicate Roster: By clicking the Duplicate Roster link, the
Training Specialist can duplicate a roster and modified all
data fields. An example is the Continuing Advanced Officer
Program and Basic Visitor Services that includes several
programs from the Training Catalog.

Request to Add Program: Click the SUBMIT link to add a
program to the Training Catalog.

D. ROSTER-PRE-SELECT: By clicking the Roster-Pre-Select link within

the

drop down list, a page will appear that will look similar to this:

Pre-Select Employee

Step 1. Program Selection

Program Title QREIEEETR=1Ne w

Flease Select

CAMP - Equipment Property Management 2(10/29/2006-11,1/2008)
CAMP - Executive 2(11/1/2006-11/3/2006)

CAMP - Facilities 2(10/29/2006-11/2/2008)

CAMP - Interpretation 2(10/29/2006-11/2/2008)

CAMP - Statewide Froperty [nventary 2(10/29/2008-11,1/2008)
Course Leader B(11,12/2006-11/17/2008)

EEQ Investigator (10/30/2006-11/2/2006)

Intellectual Property Rights 4(10/10/2006-10;/13/2006)
tManagement Course 19(12/10/2006-12/14/2006)

Supervisory Course 5(11/26/2006-1241/2008)

Superisory Course B(3,/4/2007-3/9/2007)

1.

Updated: 6/29/2006

Select the program from the drop down list and click Next. The
screen will look similar to this:
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Pre-Select Employee

Stap 2. Add employee(s) to Supervisory Course 5 (11/26/2006-12/1/2006) EBack to the List

Hold down 'C#4"to select multiple Employees B NO DATA

BRAZIL FRAMCES : Park Aid -Seasonal- -~

BRAZZIL, CHRISTINE : Guide | Historical
BREAKFIELD, COMNMIE : Supervising State Pa
BREAN, RONALD : State Fark Superinte
BRECEDA, ELIZABETH : Park Aid -Seasonal-
BRECKEMRIDGE. RyLAND : Maintenance Aide (Se
BRECKLING, BARRY : State Park Ranger
EBREEDEN, HANMNAH : Park Aid -Seasonal-
BREHM, DENNIS : Park Interpretive Sp
BREIMMAIER, COURTMNEY : Park Aid -Seasonal-

BREM. ELLEN : State Park Ranger PES S L S
BRENENSTALL MICHAEL : Stationary Engineer REMOVE

BRENMAN, GARY : State Park Ranger
BRENMAM, HUGH : Lifeguard | (Seasona
BRENMNAM, JAMES : Park Aid -Seasonal- A

(Cllzel ‘Stubmit bution fo finalize the Rosier)

a. Select the Employee and click ADD. To remove an
Employee, highlight their name and click REMOVE.
screen will look similar to this:

The

Pre-Select Employee

Step 2. Add emplayee(s) fa Supervisory Course 5 (11/26/2006-12/1/2006) Bacle to the List

77777 e
ADD

Hold down 'C#4'to select multiple Employees Hold down 'Cird" to select multiple Employees

AASEN, JOANME : Guide | Histarical M BREAKFIELD, CONNI upervizing State Park Ranger
ABLES, RICHARD : Park Maintenance War BURKE. JAMES : State Park Superintandernt ||

ABMA, ERIC: Lifeguard BURKE. ROBERT : State Park Ranger

ABRAHAM, JOHN-PAUL : Senior Maintenance A BURNER ROY : State Park Ranger

ABSHER, ELLEN : State Park Interpret JACOBS, ROLAND : Supervising State Park Ranger
ACEITUNO, CHRISTINA : Staff Sendces Manag
ACKERMANN, NICOLE : State Park Rianger
ACKHOFF. PETER : Lifequard |l (Season
ADAKA, DALE : Lifeguard

ADAMACHE, DERRICK : Firsfighter/Security AR
ADAKMS, KAREN : Associate Landscape m
ADAKMS, KELLY : Lifeguard | (Seasona _
ADAMS, RICHARD : FORESTER |/NONSURP

ADAKMS, ROEBIN : Park Aid -Seasonal- [o2]

AARSTAD, BYROM : Groundskeeper ~ PACEITUND, CHRISTINA : Staff Services Manacer || (Manacerial)

(Click Submit' button to finalize the Roster)

b. Once all the Employees have been selected, click s
The screen will look similar to this:

Updated: 6/29/2006

ubmit.
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| Close Windew

Pre-Select Employee

Stap 2. Add wmplopeefs) to Supervisory Course 5 (11/26/2006-12/1/2006) Tack to the List
Hald down 'Cird'to select multiple Employees | 222 '
eld down select nultiple Emglayees Gec) NO DATA

sasas

REMOVE

ADAN A 3
ADANES. FOBIN - Park Aud -Seasanal »

(Cllick Tubumt' by

JACOBS, ROLAND

NOTE: To add additional Employees repeat the process above.

[I.  TRAINING REQUEST MANAGEMENT: To manage In-Service Training
Requests for all Employees, a menu bar called
Iraining Request Mgt : Training Spec : Action Needed! (2) s |ocated on their
Home Page. There is a link that allows the Training Specialist to manage

the rosters for all programs assigned. The number within the parenthesis is
the link to the pending In-Service Training Requests. The screen will look

similar to this:
[Wiew Past Traming Attendance Foster] [Wiew Al Current Programs] [Wiew Iy Current Programs]
) Trating E t: .. e
Program Title Program Date L hhaik Traihing Specialist
Pending
Emergency Medical Responder (EME) Instructor Refresher 2 11572006 - 1171042006 ] GARDNER, MICHELLE
Emergency Medical Responder Instructor 12 126302006 - 12852006 3 GARDNER, MICHELLE
Emetzency Medical Technician —I (M ational Begistry EMT — Basic) 4 104142006 - 10/21/2006 2 GARDMER, MICHELLE
Emergency Medical Technician — I Refrecher (Mational Begistry EMT — Basich 2 11/5/2006 - 11/9/2006 u] GARDMER, MICHELLE

A. TRAINING REQUEST PENDING: To view all pending Training
Requests click on the # link in the column. The screen will look similar
to this:
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Back to Rester

Emergency Medical Responder Instructor (12/3/2006-12/8/2006)

Detail 513042008 TIMOTHY GJARDING | State Park Ranger  Gold Fields District (650) Pending 1 s | Pending A
Detail 6132006 KEVEW HARDER  State ParkRanger Ovcotillo Wells District (555) =~ Pending 1 [N, | w Pending b
Detail B1472006 SUSAN MCLAUGHLIN | State Park Ranger Colorado Desert District (940)  Pending 2 [N | w Pending b

Updated: 6/29/2006

1. Detail: This link displays the details of the Employee Training
Request.

2. TS Rank: Rank the Training Request with “1” being the highest
priority and “5” being the lowest for Alternate Employees only.

3. Approval Action: From the drop down list in the Approval
column, the Training Specialist can choose Approve, Not Approve
or Alternate. If Not Approve is selected, the Training Specialist
must provide a comment.

4. Submit: Click the submit button to submit approval action.

NOTE: Do not take Approval Action until after the Training
Request Due Date that is listed on the Training Schedule.

PROGRAM TITLE: By clicking on the Program Title link a page opens
that allows the Training Specialist to view the following: all Training
Requests that have been submitted, all Training Requests disapproved
by the Training Specialist, all Employees that are enrolled on the
Program Roster and all Accommodation Requests that have been
submitted. The Training Specialist can also Enroll Non-Department
Trainee(s) and Add Instructor(s). The screen will look similar to this:
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[WView Past Traning Attendance Boster]

[ Hame l [Elack]

[Wiew All Current Programs]

[Wiew MMy Current Programs]

Program Title

Advaneced Carpentry Skills

Advanced Carpentry Skills  test
CAMP - Equipment Property M anagement

CAMP - Equipment Property Management 2
CAMP - Executive 2

CAMP - Facilities
CAMP - Facilities 2

CAMP - Interpretation 2
CAMP - Statewide Property Inventory 2

Course Leader 6

EEO Investigator
Intellectual Property Rights 4

Trammng Fequests
Subrmtted

]

Mlanagement Course 19

Supervisory Course 5

Supetrvisory Course 6

Program Date Traming Requests

Pending
SFA2F2006 - 52652006
SiE22006 - 52672006
2472006 - 2552006
107292006 - 117172006

117172006 - 11/3/2006

ojlojlojlojlojjlo

472472006 - H26/2006
10/29/2006 - 117272006

=

10/20/2006 - 11/2/2006
10/29/2006 - 117172006
111272006 - 11/17/2006

ojlojojo

10/30/2006 - 11/272006
1041072006 - 10/13/2006

=

Enrolled
Program Eoster

Disapproved
Training Eequests

104152006 - 1062006
117552006 - 11/9/2006 1]
12/10/2006 - 1241442006

Q172006 - 222006
1042272006 - 10/27/2006 ]
1172602006 - 127172006

17772007 - 171272007
2742007 - 292007 ]
342007 - 392007

Training Specialist

HENEY, GINGERLOT
HENEY, GINGERLOU
HEWEY, GINGERLOU
HENEY, GINGERLOTT
HENEY, GINGERLOU
HEWEY, GINGERLOU
HENEY, GINGERLOTT
HENEY, GINGERLOU
HEWEY, GINGERLOU
HENEY, GINGERLOTT
HENEY, GINGERLOU
HEWEY, GINGERLOU

Accommodation Eequest [0
Enrell NonDepartment Tranee(s)
Add Instructor

HENEY, GINGERLOU

HENEY, GINGERLOT

HENEY, GINGERLOTT

1. Training Requests Submitted: By clicking on the # link the
Training Specialist can view the Details of all Training Requests
submitted for this program. The screen will look similar to this:

Updated: 6/29/2006
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Close Window ] [ Back ]

Marme:
Classification:
Tratning Groug:
Sub Group:
Supervisor:

Date Approved:

Sub-Group Manager:

Date Approved:
Manager:

Date Approved:
Training Specialist:
Date Approved:

MCLATGHLIN, STUSAN
State Park Ranger

Colorado Desert District (340)
Anza-Borrego Sector
DICE, KATHY

61472006

TUnassigned,

1/1/1300

WELLS, MICHAEL
62172006

GARDNER, MICHELLE
Pending

Marme:
Classification:
Tratning Groug:
Sub Group:
Supervisor:

Date Approved:

Sub-Group Manager:

Date Approved:
Manager:

Date Approved:
Training Specialist:
Date Approved:

GITARDING, TRMOTHY
State Park Ranger

Gold Fields District (690)
Folsom Sector

BRACK, MAUREEN
£/1/2006

GROSS, MICHAEL
6212006

NAKAJL, SCOTT
6372006

GARDNER, MICHELLE
Pending

Disapproved Training Requests: By clicking on the # link the
Training Specialist can view all Training Request that he/she has

disapproved.

Enrolled Program Roster: By clicking on the # link the Training
Specialist can view all participants enrolled in the program and
complete the details of the roster and submit. The screen will
look similar to this:

Updated: 6/29/2006
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Close Window Back

ETMS Training -
(6/21/2006 - 6/21/2006)

Department Employees - Program Roster

Hours  Training Attendance

= Details Name Classification Traming Group Conpleted Roster Grade Conunents
1 [Detail] BUREKE, JAMES State Park Supenntendent IT Training Office (068) 1 hd Fending v NA v
2 [Detail] HENRY, GINGERLOU Staff Services Manager II (Supervisory) Training Office (068) 1 Pending b A hd
3 [Detal] JACOBS, ROLAND Supervising State Park Banger Traming Office (068) 1 v Fanding v NJA -
4 [Detail] METTE I, JOSEPH State Park Supermtendent ITT Training Office (068) |1~ Pending b NA bt
5 [Detail] TREANOR, STEVEN State Park Superintendent ITT Tramning Office (068) |1~ Pending v N/A v

submit

Non Permanent Trainee(s) - Program Roster

Hours Training
Name Classification Emplover ~ = Attendance Grade Comment
: Completed e
Roster
Add

Department Employees - Alternate List - Program Roster

Training TS Tl
# Details  Name Classification & 2 Attendance Comments
Group  Ranking
Roster
& [Detail] BOST, Staff Service Training 1 T—

PATRICTA  Analyst (General) Office (068)

(@) To complete the roster, verify Hours Completed, select
action from the Training Attendance Roster column, select
grade if applicable and add comment as required and
submit.

4. Accommodation Request: By clicking on the # link the Training
Specialist can view Accommodation Requests that were
submitted with the Training Request. The screen will look similar
to this:

[ Close Window | Back

Name : WAGY, STEVEN

Classification : State Park Superintendent ITI

Traiing Group : Training Office (068)
Accommodation : Dietary

Explanation : I can not eat anything with a mother or face.

5. Enroll Non-Department Trainee(s): By clicking on the # link the
Training Specialist can enter the information for Non-Department
Trainees. Complete all required fields and click on the Add link.
The screen will look similar to this:
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ETMS Training (6/21/2006 - 6/21/2006)

Back to the list

Enter information for Non-Permanent Trainee(s)

Last Name First MName Classification egory Employer Comment

Job Related b

Add

Non-Permanent Trainee(s)

Permanent Trainee(s)
1 PBOST PATRICIA  Staff Service Analyst (General) Training Office (068)
2 BUERKE, JAMES State Park Superintendent T Training Office (068)
3 JACOBS,ROLAND Supervising State Park Ranger Tramng Office (062)
4 TREAMOR, STEVEN State Park Superintendent I Training Office (D68)

6. Add Instructor(s): By clicking on this link the Training Specialist
can add Instructor(s). The screen will look similar to this:

| Close Window | | Back |

ETMS Training - (6/21/2006 - 6/21/2006)

. DPR Instructor Hours

Instructor Name Instructor Type Howrs

Pleasa Selact b Pﬂldillg

Training Program NON-Department Instructors

Last Name First Name Classification Imi;-l:;c:or Howrs Employer

Carpentry Skills w 1 w

| submit |

Instructor List

DPR PERMANENT INSTRUCTOR(S)

Instructor Name Employer Instructor Type Hours

a. Select DPR Instructor, wait for Instructor Type and Hours to
load, then select and submit. Repeat this process to add
additional Department Instructors.

b. To add Non-Department Instructors, complete all required

fields and submit. Repeat this process to add additional
Non-Department Instructors.
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C. VIEW PAST TRAINING ATTENDANCE ROSTERS: To view past

training attendance rosters click on this link. The screen will look

similar to this:

Home |

View Past Training Attendance Roster

Back

View All Current Programs

View My Current Programs

[A] [B] [C] [D] [E] [E] [G] [H] [0 [1] (K] [L] [M] [N] [O] [B] [Q] [R] [S] [T] [U] [V] [W] [X] [Y] [Z] [Other]

Program Title [A-Z]
Administrative Workshop
Administrative Workshop
Advanced Carpentry Skills
Advanced Electrical Skills
Advanced Museum Collections Management
Advanced Plumbing Skills
Advanced Trails Program: Climbing and Rigging
Advanced Trails Program: Maintenance Management

WAGNER, LAURA 30
WAGNER, LAURA 35
COMBS, CHARLES 24
COMBS, CHARLES 23
LOMBARD, KARYN 35
COMBS, CHARLES 21
COMBS, CHARLES 20
COMBS, CHARLES 20
COMBS, CHARLES 20

Program Date [A-7Z] Training Specialist [A-7Z] Completed
2/7/2005 - 2/11/2005
11/6/2005 - 11/10/2005
12/12/2004 - 12/17/2004
2/6/2005 - 2/11/2005
11/28/2004 - 12/3/2004
4/24/2005 - 4/29/2005
5/8/2005 - 5/13/2005
9/26/2004 - 10/1/2004
Advanced Trails Program: Road to Trails Mechanized Equipment  9/25/2005 - 9/30/2005

D. VIEWALL CURRENT PROGRAMS: To view all current programs

click on this link. The screen will look similar to this:

[Wiew Past Training Attendance Roster]

Haome

[Wiew All Current Programs)

[View Wy Current Programns]

Program Title
Basic Carpentry Skille 12
Bagic Electrical Skills 17

Basic Landscaping 11
Basic Museum Collections hManagement 1

Basic Plumbing Skills 15

Basic Visitor Services Training 30

Ca& Integrated Waste Managemert (AB-75
CAME - Equipment Property Management
CAMP - Equipment Property Management 2
CAMEP - Executive

CAMEP - Executive 2

CAMEP - Facilities

CAMEP - Facilities 2

CAMP - Interpretation

CAMP - Interpretation 2

CAMP - Statewide Property Inventory

Program Date

12/17/2006 - 12/22/2006
117122006 - 11/17/2006
1772007 - 1712/2007
10/22/2006 - 10/27/2006
12342006 - 12/2/2006
17172007 - 6/20/2007
107102006 - 10/11/2006
H 242006 - 4/25/2006
10/29/2006 - 117172006
HIT72006 - 4/27/2006
11142006 - 11/3/2006
H242006 - 4/26/2006
10/29/2006 - 11/2/2006
H242006 - 4726/2008
10/29/2006 - 115272006
4242006 - 4725/2008

Trainng Roster
Detal

Traning Specialist
COMES, CHARLES
COMES, CHARLES
COMBS, CHARLES
GREEN, MICHAEL
COMBS, CHARLES

DANIELZON, JIOANNE
COMBS, CHARLES
HENRY, GINGERLOU
HENRY, GINGERLOU
ORTIZ, 3TEVEN
HENRY, GINGERLOU
HENRY, GINGERLOU
HENRY, GINGERLOU
WAGY, STEVEN
HENRY, GINGERLOU
BOHLMANHN, GAYLE

1. Click on the View link to view the current Training Roster for that

program.

D. VIEW MY CURRENT PROGRAMS: To view your current programs

click on this link.
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